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Peraon to Contact

Robert E. Dorn

nd forvard ‘to Dcpcrtncnf af Arahtvcl and atctory Attcntton

S; . N Records Nanagement Officer.

3 ;AGSICT- Divieion, Bubdivision & Administering Office Address

Family and Children Services
524 State Office Building
Atlanta, Gecrgia 30334

. Working Title .
Proyarem:at Officer
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7.ACTION REQUESTED

(] ESTABLISH DISPOSITION STANDARD; [] DISPOSE OF PRESENT ACCUMULATION;
1 RECORD WILL CONTINUE TO ACCUMULATE. '

NO FURTHER ACCUMULATION ANTICIPATED.,

. Inclusive Dates 9 EXACT sglhxs TITLE

Dec. 1960-to Date* State, Instltutlon & County Miscellaneous Files (Personnel)

1'() What fuuction performed relultec in creation of this series
.

Providing central personnel functions for the state, county, institutions and various
projects. The Personnel office provides services of p031tlon establlshment recruitnent,
interviewing, certification, records transactions, leave maintenance ‘and certlfication,
payroll certification, records maintenance and employee benefits. Coordinate personnel
activity with the State Merit System. "

i
)

1_1_.DISC!IPTIOI OF SERIES - Include Form NWo. & P;rl Title, if any

This file includes, but is not limited, to the attached samples:

* These files will be cut-off every fifth calendar year. .

. EQUIPMENT OCCUPIRD c“: Pt. of Records

.

No. of Dravers

Fo. of Drawers

o R | JSJ

———
In Office(s} In Storage Areals)

Letter-sise File Drsvo;l ANRUAL ll?g or lCQPHULtTJOI -

8 12

Legal-size File Dravers

Ficor Space Occupied (Bquere Pget)

By Annusl Accumulation . Lnaf PrecedingfAll Prio=
o R T Year'a Year's Yeara'
=L L e o

AV!RIG! DAl LY REFER IIC!S

55 |3

Fors: AN-50.T1

Cu, Pt. of Records . |




o PAGE 2

ey

[ 25.

[ QUESTIONNALRE fisce tn " in tre proper sciuma.  if ansver 1o 1is." sieaie T = YES MO |
13. Is this the Record Copy of the series? - - - B o : & pq. ;51\¢
14, Is there a duﬁlication of t£is series in another office or agency?, Partial 1£ . bﬂﬂ []

[ Merit System

15. Is the information contalned in this series ever summarized or publlshed? ‘ 1 ©
16. Does the series contain classified information requ1r1ng securlty handllng? A ]
17. Does the series document, policies and procedureé of agency's oPE;;tion or function? [ .[]
18. Could the function be performed if the files were lost or destroyed” | Dﬂ  []
19. Is the series (or major portion of it) regularly mlcrofllmed? If yes, why? [1 K]
20. Does the record series prgvide data as input fo an EDP‘file? 1] Eﬂ
21. Does the record sérieé*coh%ain_déchmentﬁtién produééé As EDP printout? K n
22. Is J'c.he,_s,'eries affected by Federal or grent funds? ' P
23. Wil there?bé a need for;theSe;rééord§.iO, iS yéér§ froﬁfnow? If yes, yhéf?' 1 [1. bﬂ;
24, REQUIREMENTS. The following requires the files to be képt ?" Jears:

a.[]STATE ©b.[]STATUTE OF c¢.[]AUDIT d. [ JFEDERAL e.[X]ADMINISTRATIVE f.[]HISTORICAL

LAW LIMITATION PERIOD =  LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)
When making administrative decisions, it is scametimes necessary to reconstruct
a personnel situation Wthh has developed in a county department, over a long per:od

£ time
AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

of each§i[{CAIENDAR YEAR -[]FISCAL YEAR ~-[JoTHER .= . . . ~ ,then:

A.[]Destroy immediately after cut off. C S - -
‘B.[f]JHold in current files area month(s)/___7  year(s), then:
1 [JDestroy. stgry year, destroy the. oldestryear) .
2 []Transfer to reécords center; hold year(s), then:
- & []Destroy.
b []Transfer historical material to Archives;
destroy remainder.
3 {IDestroy after audit (or year(s) after audit)
C.[lHold in current files area indefinitely.
D.[]Hold in current files ares year(s), then transfer to Archives permanently.
E.[]0ther

|

(Indicate briefly rationale for recommendations above/or write additional remarks):

(ATTACH SAMPLES OF THE SERIES NHEN POSSIBLE) .

Iaventory teken by Reconmendations prepared by

Re ords Ianl;nlen Officer Date

Robert E. ng Robert E. Dorn alf' S Mt / 3/-7 21

Reco'mmendations_ Mﬂ(proved []Disapproved 1.4,4;4 . -3:-7

Directpr, Archives & Hiastor Date
in Paragraph 25 i%iApp oved []D1sapp_'roved ﬁ W 2-21-1.

are: - [\}A’ppr"oved‘ []Disapﬁroved 73.",“):7“ 9B m:

Y or Gecrgia

[JApproved []D1sapproved m g / - ;,P%"
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